
The Launch Pad 

• Features navigation to frequently

used pages.

• Help text appears in certain areas to 

help you easily navigate the Launch

Pad features.

Online Tutorial Series

Module Three



Click the Launch Pad (#1 

shown) to display: 

• Create New Record link

(#2 shown)

• Recent records list

(#3 shown)

• Your Pages (#4 shown)

• All Pages (#5 shown)

• Filter to search for 

pages (#6 shown)



If you want to create a new record using BuildSA back-

office:

1. Click Launchpad (#1 shown).

2. Click Create New Record link (#2 shown).



3. Select a record type page 

displays. 

4. Click arrow to the 

left of a module to open 

(ex: Building module).

5. Click the record-type you 

want to create (ex: Sign 

Permit Application is 

selected).

6. Create Application link 

displays. Click it to access 

the Application Intake 

form.



The Application Intake form.  Use scroll bars to view form in its 

entirety. Complete all required fields.



All Pages

The All Pages list shows available pages the user 

has access to. These pages display in two columns, 

grouped by category, sorted alphabetically across 

from left to right, then up and down. Each page can 

be starred in order to appear on the Your Pages list.



Accessing All Pages 

1. Click Launch Pad 

(#1 shown).

2. Click All Pages (#2 

shown).

3. Use scroll bar to 

view all categories.

4. Click link to open 

category.

5. Click star to the left 

of a category to save 

as a favorite in Your 

Pages.



Use the Search field to find a category (#2 shown).  As you begin 

to type a category name, the category link displays. 



To select a page as a favorite, click the star to its right. The star’s 

color changes to blue and the page will display under Your Pages for 

easy access. You may also select it as a Home Page.



Your Pages holds favorite categories you’ve selected. 



Selecting a Homepage from the List of Your Pages Favorites

1. Click the Homepage icon (#1 shown).

• Next time you login to the system, the page will display as your 

homepage and is listed as the first page on the main menu (#2 

shown).



Removing a Homepage

To remove a page as a homepage, click the ‘x’ (Close) located on 

the upper right-hand corner of the page icon,  located on the Main 

Menu bar (#1 shown). 



1. Click Launch Pad (#1 shown).

2. Click Your Pages (#2 shown).

3. Click the star to the right of the favorite (#3 shown). The page is 

removed from Your Pages.

Unselecting a Favorite



The Launch Pad

Congratulations!

This concludes Module Three

It is time to test your recalléé



TEST YOUR RECALL

1. The Launch Pad is the access point to Your Pages, Create A New 

Record, Favorites, All Pages, Recent Records list and selecting a 

Home Page.     ___True ___False

2. Help text will appear in certain areas to help you navigate the Launch 

Pad features. ___True ___ False

3. Favorites can be created to access pages quickly. ___True ___False

Answers on the next slideé



If you answered 

True to all, you 

answered correctly!

Time to begin 
the next 
moduleé
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